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DIVISION MEMORANDUM
No. ?il , s.2023

Assi$ant Schools Division Superintendent
ChiefEducation Supervisor, CID and SGOD
Public Elementary and Secondary School Heads
All Others Concerned

TO

*Z^
FROM: CHERRY !trAE L. LI'IBACGREYES

Schools /ivision Suyfirtendent V

Poslaloo
QUALIFICATION STAIIDARDS

Educatiotr Erperie[ce Trailing Eligibility

Administrative
Aide w
(sG 4)

Complction of two
(2) years in College

None
r€quired

Nonc
.equitEd

Cireer Servicc
(SubEofessional) FiEt L€vel

Eligibility

DATE: July 25,2023

SUBIECT: ANNOUNCEMENT OF VACANCY Or {)MINISTRATIVE AIDE Iv
FOSITION OF BIIKIDNON NATIONAL IIIGH SCHOOL (BNIIS)

l This Office announc€s the yacancy of Administrative Aide lV (Clerk ll) position of
BNHS, this Division with plantilla item number OSEC-DECSB-ADA4-660O45:2004. The
.ritodr rnd point systcm to be applied are embodied in lhe new RSA Guidelines, DepED
Order No.7,r.2(D3. Applicanls to the position should meet the herein qualiEcatioh standsrdB
as embodied in DO 66, s.2007 to wit:

2. Interested qualified applicans are required to regist€r and flll out the nec€ssary

information in the link provided: billy/adr4-2023. Further, applicants shall submit the
following pertinent documen?G properly ear natked lo this OfEce on or beforc 5:00 PM of
August 7,2023.

2.1 Checklist ofRequirements with ODnibus Swom Statemcnt duly not riz€d (DO No.
?, s. 2023 Annex C) attached

2.2 Application letter addressed to the Schools Division Superintendent
2.3 Duly a.complished Personal Data She€t (Revised 2017 form 212) with rccent 2x2

picture attached; with work experience sheets, if applicable;
2.4 Photocopy ofCSC eligibility / PRC license;
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2.5 Photocopy of scholastic/academic record such as but not limited ro Transcript of
Records (TOR) and Diploma, including completion of gadu4te and posr graduate
unitJdegees, if available;

2.6 Photocopy ofCenificatds ofTraining relevant to rhe F,osition to be filled, scqdred
after the lr.st proDotion; but withitr the Lsa fivc yeeE;

2.7 Updated Service Records / Phorocopy of Certificare of Emplolmenr. Experience
must be relevant lo the position to be filled;

2.t Photompy of latest appointrnent;
2.9 Photocopy ofPerformance Rating covering one ( I ) yesr o. 12 months performance

in the current or previous job or;rosition relevant to the position to be filled with
at least Very Satisfactory (VS) in the last rating period prior to the date of
assessment,I

2.I0 Outstading Accomplishment ac4uired after the last promotion;
2.10a Awads and Recognition

a- l Outstanding Employee Awad
a.2 Awards as Trainer/Coach

2.10b Res€aEh and Innovations
2.10c Subject Matter Expert / Membership h NationalTWGS or Commiftees
2.10d Resource Speakership / taaming Facilitation
2.10e NEAP Accrcdited Leaming Faciiitator

2.I I Applicuion of Education acquircd a.fter the last promotion;
2.12 Application of Leaming&Development (l-&D) ac{uired affer the last promodon.

3. The following shall compose the HRMPSB for the Administrative Aide IV (BNHS)
vacancy as provided in DepED Order No, 19, s. 2022 the new Merit Selection Plan:

Chairman:
Members:

Secretadat

Aliena S. Dajay, ASDS
Lorenzo O. Capacio, ChiefSCOD
Susan S. Olan4 Principal lV, School Head where the yaconcy erists
Manuel D. Dinlayao ll, AO V
Guia Ma. G. Villahermosa, AOIV/HRMO
Lee A. Ejem, ADAS lll, NEU Represehlative Ar$ lael)
Evelyn Joy V. Don, ADAS Ill
Glaive May D. Mulawan, ADAS III
Amorelle Faith P. Go, AAVI

4, This Omce adheres to the Principles ofMerit and Fitness and to the Equal Employment
Opportunity Principle (EEOP). It ensues no discrimination in the selection of its employees
provided Qualification Stondards set by the CSC and DepED are met. Thus, all applications
regardless of applicant's age, sex, sexual orientatioq gender identify, civil status, ethnicity,
religion, disability, or political alfrliation are treated with respect aod equity.
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5- Qualified applicants shall be notified on the date of interview which shall sometime in
August 2023. They shall bring the original copy of their pertinenr documents during the
interview.

Queries Elative to this can be rclayed to the Personnel Unit 0907-6t&m09

lmmediate dissemination ofthis memoEndum is desired
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Copy lumished:
Records Unit
PeBormel Unit

TO BII POSTDD ON TIIE WEBSI'IT
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